
Accounts Payable – ENCOMPASS
Update March 25, 2009

1

Items chosen 

from QPA/Online 

Catalog

Special Request

(category chosen 

from Category 

listing)

Approve?
Yes

No

ePro

Start
1-Create 

Requisition

Submit to 

workflow for 

approval

Go through 

Solicitation 

Process

This step creates 

pre-encumbrance

Does 

QPA 

exist?

Yes

No

Dispatch PO 

to vendor

PO 

notification 

goes to 

receiving

4-

Create 

PO
8-

Receive 

goods/

services

9-Record 

receipt in 

PeopleSoft

10-

Receipt 

copied to 

voucher

Document 

Tolerance

Identify payment 

information, such as 

vendor, bank account, 

voucher ID(s), new 

paying business unit, etc.,

Express Payment

Decide

 how to create 

payment

Identify payment 

information including 

source, bank account, and  

payment method

Payment Selection Criteria

Payment Source

Express

Paycycle

Identify vouchers to be 

paid   

Express Payment

61-Confirm pay cycle 

parameters, identify all 

payments that meet 

specified criteria, update to 

appropriate status

Pay Cycle Manager

60-Create 

express payment

Express Manager

Review, adjust, and/or clear paycycle 

exceptions, lost /denied discounts, 

withholding errors, and express 

payment exceptions

Pay Cycle Data Inquiry

Pay Cycle Summary Data

Review Withholding Alert

Review Discount Lost Alert

Discount Denied

Decide 

type of action 

needed...

Place payment 

on hold

Exclude payment 

from paycycle

Create separate 

payment

Component= Pay Cycle Manager

Print trial register to verify 

results of selection 

Trial Register

Decide

 if need to reject 

and reset

 paycycle

62-Create 

payments

Pay Cycle 

Manager

Review payments

Pay Cycle Manager

Pay Cycle Data Inquiry

Pay Cycle Summary Data

Decide

 type of

 payment

Create System Payment

Yes

3

Start

Sent back to 

Program for 

Correction or 

EDS form

Returned 

corrected from 

Program and re-

date stamp

Yes

Errors

Program

No

22- Determine 

chartfields

21-Agy 

Clerk 

for 

check

23-

Processed 

by 

Agy Clerk 

(utilities)

24-Agy Clerk for 

processing in 

ENCOMPASS

Invoice date stamped at 

Receptionist desk. 

(Contract payments must 

have signed EDS attached 

to each invoice)

Errors

40-AoS 

AP 

Clerk  

reviews 

batch 

support

41-AoS 

Supervisor 

approves 

batch
AOS AP 

Clerk 

files 

paper 

support

39-Agency 

collates 

Transmittal 

with 

supporting  

documents

59-Select 

Vouchers or 

batches of 

vouchers for 

payment

Yes

No

48-AoS 

AP Clerk 

reviews 

transaction 

support

55-AoS 

Clerk #1 

reviews 

transaction 

support

49-AoS 

Supervisor 

reviews 

transaction

PO 

Voucher

Claim Voucher 

Non-PO

54 - Agency 

collates 

Transmittal 

with 

supporting  

documents

47-Agency 

collates 

Transmittal 

with 

supporting  

documents

Send 

to AOS

Send Non-PO 

to AOS

Load/Enter 

by AOS

1.. ESDO – education, etc

2.  Dist to other governments

3. HPPA - DOH

4. HACH – Payroll

5.  Uploads from other systems

PAYMENT 

BATCHES

Send Batch

To AOS

3

Post to GL

Online 

Create 

Regular

Create or copy vendor 

line item information 

including withholding

Create line 

information and 

update charges, 

as needed  

Identify accounting 

instructions

Identify vendor 

information, amounts, 

and purchase order/

receiver info  

Identify payment 

information and 

status

Identify distribution 

of line items, 

payment and status

Component= Regular Entry

Component= Quick Invoice Entry

Online 

Quick

Invoice

Decide

 how to 

correct

Update voucher 

errors  

Regular Entry

1

Pass 

Budget 

Check

Yes

No

30-AoS 

AP 

Clerk

reviews 

batch 

support

31-AoS 

Supervisor 

approves 

batch

Yes

No

1. Revenue tax refunds

2. Child Support (DCS)

3. STAR refunds from BMV

4. Refunds O/T tax

5. Recipient refunds (FSSA,DOH)

6. 3
rd

 party garnishment

Payment 

File

Journal

53-Agency 

approval – 

approve 

individually

46-

Agency 

approval

27-Agency 

collates 

Transmittal 

with 

supporting  

documents

26-

Agency 

approval

28-AOS -

Batch 

Pre-Edit

29-AOS -

Batch 

summary 

Edit

Send Batch

To AOS

Does it have 

a control 

group?

2

Yes

No

2

38-Agency 

approves 

entire control 

group

Check vouchers 

against budget

Budget Check

36-

Agency 

increases 

budget

37-Budget 

Analyst 

analyzes 

budget 

increaseApproved

Compare prior document and 

override exceptions, if needed

Document Tolerance Check

Document Tolerance Override

Document Status

Yes

No Check vouchers 

against budget

Budget Check

Yes

No

Is variance > Doc. 

Tolerance? Check 

voucher against PO

44-

Agency 

increases 

budget

45-Budget 

Analyst 

analyzes 

budget 

increase

43-Increase/

Decrease PO or 

Increase/Decrease 

Voucher or approve 

exception

Does the 

transaction support 

match with online 

entry?

No

Yes

Approve?
Yes

No

Review information on 

voucher and choose 

to approve, recycle, or 

deny

Voucher Approval

Approve Voucher  for 

Payment within control 

group

Check vouchers 

against budget

Budget Check

Yes

No

52-Budget 

Analyst 

analyzes 

budget 

increase

51-

Agency 

increases 

budget

56-AoS 

Supervisor 

reviews 

transaction

Does the 

transaction support 

match with online 

entry?

No

Yes

Approve?
Yes

No

No

Create 

warrant info 

file for source 

systems

Cancel/reissue 

payments

Confirm parameters and 

restart payment creation 

process  

Check Restart

63-Request check 

printing and take 

appropriate action

Pay Cycle Manager

Create positive payment 

file for the bank  

Manual Positive Payment

Decide

if using preprinted

stock

Failed Print Job

Confirming

Status

Confirmed Status

No

Yes

Confirm that checks 

were printed with the 

accurate reference 

number; correct, if 

different  

 Reference Confirmation

Identify relevant banking 

information and mark as 

unconfirmed, if 

confirmed in error  

Reference 

Unconfirmation

64-Create 

electronic 

payment file

Pay Cycle 

Manager

Identify cover sheet 

format and print EFT 

cover letter  

EFT File Cover 

Sheet

Print or email advice 

EFT Remittance Advice 

Letter  

Transmit file to 

bank (NCB)

Print Check

Create Electronic Payment

Check

Electronic

Send to 

Clearing 

House

To individual 

banks

External to System

Decide

 if payment issued 

in error

Identify payment information and 

choose cancellation action

Payment Cancellation

Review payment information, 

if needed

Replaced Payments

Draft Payment Inquiry

Bank Transfer Charge

Payment Voucher Detail

Document Status

Scheduled Payments on Hold 

Yes

No

Validate

Is variance > Doc. 

Tolerance? Check 

PO against Req.

5-Increase/

Decrease 

PO or 

approve 

exception

Yes

No

Handling Code

PO Checks and 

ACH notification 

sent out by AOS 

to vendors

ACH Notification 

and Non-PO 

checks sent to 

Agency

Follows one of these three 

paths

Send back to Agency

Send back to Agency

This is where the 

flowchart starts or stops

A process

A decision is made at this 

point

Report or Document

Diskette

Computer Screen

Shows a connection to 

something on another 

page

Shows a connection to 

something else on the 

same page or joining 

point

Reconciliation process

Shows the direction of 

the flow

Flowchart Symbols

A role

32-AP 

Clerk 

files 

paper 

support

Agency

Send back to 

Agency

Note: Because the payment file and the 

journal entries to be posted to GL need to 

be in sync, this process has not been fully 

defined to determine how they are kept in 

sync if AOS rejects part of the batch.

Agency Approval noted on 

transmittal document 

attached to required 

documentation. 

Urgent or special

Automated decision

AM Module

25-

Preparation 

of payment 

batch

33-Load 

voucher 

information

(Agency 

does)

34-Build 

voucher 

information

Batch Voucher 

Request

35-Review and update 

error information

Selective Line Update

Batch Voucher Error Detail

 Review PreEdit Errors

42-Online 

Entry

50-Online 

Entry

Document Tolerance is 10% or 

$500 (whichever lower)

Submit to 

workflow for 

approval

Approved

Approved

Disapproved

Disapproved

Disapproved

Pass 

Budget 

Check

Yes

No

2-Agency 

increases 

budget

3-Budget 

Analyst 

analyzes 

budget 

increase

Pass 

Budget 

Check

Yes

No

 6-Agency 

increases 

budget

7-Budget 

Analyst 

analyzes 

budget 

increase

Disapproved then (1) Cancel PO and (2) Back to Create Requisition

Approve?

No

Yes

Disapproved then (1) Cancel PO and (2) Back to Create Requisition

Assets with 55XXXX account 

codes may be pushed to the AM 

staging table if desired by 

agency, unless connected to 

Project Costing.

Auto overnight posting

Auto overnight posting 

to AP table (voucher 

accounting line table)

Auto overnight posting

Error 

free?

No

Yes

Error 

free?

No

Yes

Post 

Payments 

to AP

Auto overnight posting 

to AP table (voucher 

accounting line table)

Auto overnight posting 

to AP table (voucher 

accounting line table)

Auto overnight posting 

to AP table (voucher 

accounting line table)

NOTE:  

This chart illustrates work flows and internal control for the PeopleSoft system only.  It does not include, and is not meant to include, 

critical controls for processes outside this system, which are equally important for a complete, effective internal control process.

If minor error – AOS corrects; If 

major error – AOS communicates 

with Agencies

If minor error – AOS corrects; If 

major error – AOS communicates 

with Agencies

Either / or

Either / or

RFX – Request For 

Information, Quote, 

RFP, or Bid

Create line 

information and 

update charges, 

as needed  

Identify vendor 

information, amounts, 

and purchase order/

receiver info  

Identify distribution 

of line items, 

payment and status

Component= Summary Invoice Entry

Online

Summary

Invoice

Approved

Disapproved

Approved

Creates encumbrance; 

reverses pre-encumbrance

Functional approval (Purchasing method, chartfields) 

Organization approval (Dept. Supervisor, Agy. Director)

Commodity approval (computers, office copiers, vehicles)

Amount approval (IDOA if $ > delegated authority)

Supervisor will only be 

involved if clerk cannot 

resolve issue

Supervisor will only be 

involved if clerk cannot 

resolve issue

Supervisor will only be 

involved if clerk cannot 

resolve issue

Agency Approval noted on 

transmittal document attached 

to required documentation. 

HI VOLUME (non-vendor 

payments only)

VOUCHER BUILD 

(vendor payment 

batches)

32A - AOS 

Withholding 

approval if vendor 

withholding 

indicated.

AOS Withholding 

approval if vendor 

withholding 

indicated.

AOS 

AP Clerk 

files 

paper 

support

If noted for DPW, will route 

to DPW for approval after 

agency approval.

If noted for DPW, will route 

to DPW for approval after 

agency approval.
If noted for DPW,

If multi agency line 

distribution, all agencies 

must approve

If multi agency 

line distribution, 

all agencies 

must approve



Items chosen 

from QPA/Online 

Catalog

Special Request

(category chosen 

from Category 

listing)

Approve?

Yes

No

1-Create 

Requisition Go through 

Solicitation 

Process

Functional approval (Purchasing method, chartfields)

Organization approval (Dept. Supervisor, Agy. Director)

Commodity approval (computers, office copiers, vehicles)

Amount approval (IDOA if $ > delegated authority)

Does 

QPA 

exist?

No 4-

Create 

PO
Document 

Tolerance

Is variance > Doc. 

Tolerance? Check 

PO against Req.

5-Increase/

Decrease 

PO or 

approve 

exception

Yes

No

Document 

Tolerance is 

lower of 10% 

or $500 

Submit to 

workflow for 

approval

Disapproved

Pass 

Budget 

Check

 6-Agency 

increases 

budget

7-Budget 

Analyst 

analyzes 

budget 

increase

Approved

Disapproved then (1) Cancel PO and (2) Back to Create Requisition

Approve?

No

Yes

Disapproved then (1) Cancel PO and (2) Back to Create Requisition

RFX – Request For 

Information, Quote, 

RFP, or Bid

PO notification 

goes to 

receiving

8-

Receive 

goods/

services

9-Record 

receipt in 

PeopleSoft

10-

Receipt 

copied to 

voucher

AM 

Module Assets with 55XXXX 

account codes may be 

pushed to the AM staging 

table if desired by agency, 

unless connected to Project 

Costing.

Creates encumbrance; 

reverses pre-encumbrance

PURCHASING

E-PRO

1

Submit to 

workflow for 

approval

Pass 

Budget 

Check

2-Agency 

increases 

budget

3-Budget 

Analyst 

analyzes 

budget 

increase

Approved

This step creates 

pre-encumbrance

Yes

No Yes

Yes

No

Dispatch PO 

to vendor

If noted for DPW, will route 

to DPW for approval after 

agency approval.

If noted for DPW, will route 

to DPW for approval after 

agency approval.

If noted for DPW, 



48-AoS AP 

Clerk 

reviews 

transaction 

support

49-AoS 

Supervisor 

reviews 

transaction

47-Agency 

collates 

Transmittal 

with 

supporting  

documents

Send PO 

to AOS

46-

Agency 

approval

Yes

No Check vouchers 

against budget

Budget Check

Yes

No

Is variance > Doc. 

Tolerance? Check 

voucher against PO

44-

Agency 

increases 

budget

45-Budget 

Analyst 

analyzes 

budget 

increase

43-Increase/

Decrease PO or 

Increase/Decrease 

Voucher or approve 

exception

Does the 

transaction support 

match with online 

entry?

No

Yes

Approve?

No

Send back to Agency

Agency Approval noted on 

transmittal document attached 

to required documentation. 

42-Online 

Entry

Approved

Either / or

57-

Clerk 

files 

paper 

support

59-Select 

Vouchers 

or batches 

of vouchers 

for 

payment

Load/

Enter by 

AOS

Validate

55-AoS AP 

Clerk 

reviews 

transaction 

support

54-Agency 

collates 

Transmittal 

with 

supporting  

documents

Send Non-PO 

to AOS

53-Agency 

approval – 

approve 

individually

Check vouchers 

against budget

Budget Check

Yes

No

52-

Budget 

Analyst 

analyzes 

budget 

increase

51-

Agency 

increases 

budget

56-AoS 

Supervisor 

reviews 

transaction

Does the 

transaction support 

match with online 

entry?

No

Yes

Approve?

No

Send back to Agency

50-

Online 

Entry

Approved

Disapproved

Auto overnight posting 

to AP table (voucher 

accounting line table)

Either 50 or 54

PO VOUCHER

NON PO CLAIM 

VOUCHER

Yes

1

2

3

Compare prior document and 

override exceptions, if needed

Document Tolerance Check

Document Tolerance Override

Document Status

Disapproved

Yes

Agency Approval noted on 

transmittal document attached 

to required documentation. 

56W – AOS 

Withholding 

approval if 

vendor 

withholding 

indicated.

If multi agency line 

distribution, all agencies 

must approve

If multi agency line 

distribution, all agencies 

must approve



Sent back to 

Program for 

Correction or 

EDS form

Returned 

corrected from 

Program and re-

date stamp

Yes

Errors

Program

No

22-Determine 

chartfields

21-Agy 

Clerk 

for 

check

23-

Processed 

by Agy 

Clerk 

(utilities)

24-Agy Clerk 

for processing 

in PeopleSoft

Invoice date stamped at 

Receptionist desk. 

(Contract payments must 

have signed EDS attached 

to each invoice)

Online 

Create 

Regular

Create or copy vendor 

line item information 

including withholding

Create line 

information and 

update charges, 

as needed  

Identify accounting 

instructions

Identify vendor 

information, amounts, 

and purchase order/

receiver info  

Identify payment 

information and 

status

Identify distribution 

of line items, 

payment and status

Component= Regular Entry

Component= Quick Invoice Entry

Online 

Quick

Invoice

Create line 

information and 

update charges, 

as needed  

Identify vendor 

information, amounts, 

and purchase order/

receiver info  

Identify distribution 

of line items, 

payment and status

Component= Summary Invoice Entry

Online

Summary

Invoice

Start To pt. 2



Errors

40-AoS 

AP

 Clerk 

reviews 

batch 

support

41-AoS AP  

Supervisor 

approves 

batch

39-Agency 

collates 

Transmittal 

with 

supporting  

documents

Yes

No

1.. ESDO – education, etc

2.  Dist to other 

governments

3. HPPA - DOH

4. HACH – Payroll

5.  Uploads from other 

systems

PAYMENT 

BATCHES

Send Batch

To AOS

Post to GL

Decide

 how to 

correct

Update voucher 

errors  

Regular Entry

Pass 

Budget 

Check

Yes

No

30-AoS 

AP 

Clerk 

reviews 

batch 

support

31-AoS AP 

Supervisor 

approves 

batch

Yes

No

1. Revenue tax refunds

2. Child Support (DCS)

3. STAR refunds from BMV

4. Refunds O/T tax

5. Recipient refunds (FSSA,DOH)

6. 3
rd

 party garnishment

Payment 

File

Journal

27-Agency 

collates 

Transmitta

l with 

supporting  

documents

26-

Agency 

approval

28-AOS -

Batch 

Pre-Edit

29-AOS -

Batch 

summary 

Edit

Send Batch

To AOS

Does it have 

a control 

group?

Yes

No

38-Agency 

approves 

entire control 

group

Check vouchers 

against budget

Budget Check

36-

Agency 

increases 

budget

37-Budget 

Analyst 

analyzes 

budget 

increase

Review information on 

voucher and choose to 

approve, recycle, or 

deny

Voucher Approval

Approve Voucher  for 

Payment within control 

group

32-AP

 Clerk 

files 

paper 

support

Yes

Agency

Send back to 

Agency

Note: Because the payment file and the 

journal entries to be posted to GL need to 

be in sync, this process has not been fully 

defined to determine how they are kept in 

sync if AOS rejects part of the batch.

25-

Preparation 

of payment 

batch

33-Load 

voucher 

information

(Agency 

does)

34-Build 

voucher 

information

Batch Voucher 

Request

35-Review and update 

error information

Selective Line Update

Batch Voucher Error Detail

 Review PreEdit Errors

Error 

free?

No

Yes

Error 

free?

No

Yes

Auto overnight posting 

to AP table (voucher 

accounting line table)

If minor error – AOS corrects; If 

major error – AOS communicates 

with Agencies

Approved

Disapproved

59-Select 

Vouchers 

or batches 

of vouchers 

for 

payment

Load/

Enter by 

AOS

Validate3

From pt. 

1

2

HI VOLUME (non vendor 

payments)

VOUCHER BUILD 

(vendor payment 

batches)

AOS 

Withholding 

approval if 

vendor 

withholding 

indicated.



Identify payment 

information, such as 

vendor, bank account, 

voucher ID(s), new paying 

business unit, etc.,

Express Payment

Decide

 how to create 

payment

Identify payment information 

including source, bank 

account, and  payment 

method

Payment Selection Criteria

Payment Source

Express

Paycycle

Identify vouchers to be paid   

Express Payment

61-Confirm pay cycle parameters, 

identify all payments that meet 

specified criteria, update to 

appropriate status

Pay Cycle Manager

60-Create express 

payment

Express Manager

Review, adjust, and/or clear paycycle 

exceptions, lost /denied discounts, 

withholding errors, and express 

payment exceptions

Pay Cycle Data Inquiry

Pay Cycle Summary Data

Review Withholding Alert

Review Discount Lost Alert

Discount Denied

Create System Payment Urgent or special

Decide 

type of action 

needed...

Place payment on 

hold

Exclude payment 

from paycycle

Create separate 

payment

Component= Pay Cycle Manager

Print trial register to verify 

results of selection 

Trial Register

Decide

 if need to reject 

and reset

 paycycle

62-Create 

payments

Pay Cycle 

Manager

Review payments

Pay Cycle Manager

Pay Cycle Data Inquiry

Pay Cycle Summary Data

Decide

 type of

 payment

Yes

No

Follows one of these three paths

Automated decision

4

3



Confirm parameters and 

restart payment creation 

process  

Check Restart

63-Request check 

printing and take 

appropriate action

Pay Cycle Manager

Create positive payment 

file for the bank  

Manual Positive Payment

Decide

if using preprinted

stock

Failed Print Job

Confirming

Status

Confirmed Status

No

Yes

Confirm that checks 

were printed with the 

accurate reference 

number; correct, if 

different  

 Reference Confirmation

Identify relevant banking 

information and mark as 

unconfirmed, if 

confirmed in error  

Reference 

Unconfirmation

64-Create 

electronic 

payment file

Pay Cycle 

Manager

Identify cover sheet 

format and print EFT 

cover letter  

EFT File Cover 

Sheet

Print or email advice 

EFT Remittance Advice 

Letter  

Transmit file to 

bank (NCB)

Print Check

Create Electronic Payment

Create 

warrant info 

file for 

source 

systems

Cancel/reissue 

payments

Send to 

Clearing 

House

To individual 

banks

External to System

Decide

 if payment 

issued in error

Identify payment information 

and choose cancellation action

Payment Cancellation

Review payment 

information, if needed

Replaced Payments

Draft Payment Inquiry

Bank Transfer Charge

Payment Voucher Detail

Document Status

Scheduled Payments on 

Hold 

Yes

No

Handling Code

PO Checks and 

ACH 

notification sent 

out by AOS to 

vendors

ACH 

Notification and 

Non-PO checks 

sent to Agency

Auto overnight 

posting

Post 

Payments 

to AP

4
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